BOARD OF SUPERVISORS

Brown County

305 E. WALNUT STREET
P.0. BOX 23600

GREEN BAY, WISCONSIN 54305-3600 EXECUTIVE COMMITTEE
PHONE (920) 448-4015 FAX (920) 448-6221 Tom Lund, Chairman
E-mail bc_county board@co.brown.wi.us Patrick Moynihan, Jr., Vice-Chairman

Steve Fewell, John Vander Leest, Patrick Evans
Bernie Erickson, Patrick Buckley

EXECUTIVE COMMITTEE
Monday, February 11, 2013
5:30 p.m.

Room 200, Northern Building
305 E. Walnut Street

Call meeting to order.
Approve/modify agenda.
Approve/modify minutes of January 7, 2012,

Comments from the Public

Communications

1. Communication from Supervisor Robinson re: Request that the County Board (1) hold a special
visioning session or series of visioning sessions and (2) consider putting together a Master Plan to
guide the work of County Government. Held for one month.

2. Communication from Supervisor Robinson re: Clarification of RFP process and the Board’s
participation including 1) A written policy of when the Board has final approval of agreements
through RFP process and 2) a policy that a resolution for approval of an RFP by the Board clearly
indicates whether the awarding of the agreement comes back to the full Board for approval. Motion
at January Executive: To have Corporation Counsel check with Purchasing for clarification and bring
back to this committee next month.

3. Communication from Supervisor Steffen re: Term-limits for Brown County Supervisors. Motion at
July, 2012 Executive: Refer to Corporation Counsel for disposition of communication.

4, Communication from Supervisor Buckley re: Review what is the work week for the 24/7 Employees.
Held from December meeting. Held for one month.

Legal Bills

5. Review and Possible Action on Legal Bills to be paid.

Reports

6. County Executive Report.

7. Internal Auditor Report.

Vacant Budgeted Positions (Request to Fill)

8.
9.

10.
11.
12.
13.
14.

Child Support — Clerk/Typist | - Vacated on 12/10/12.

Human Resources — HR Analyst - Vacated on 1/21/13.

Human Services-CTC — Account Clerk | - Vacated on 1/04/13.

Human Services-CTC — Nurse Educator (.5 FTE) - Vacated on 2/13/13.
Human Services-CTP — Staff RN (.5 FTE) - Vacated on 1/10/13.

Human Services-Economic Support — Clerk Il - Vacated on 1/01/13.
Human Services-Economic Support — Receptionist - Vacated on 2/18/13.



Executive Committee - Page 2

15. Human Services — Social Worker/Case Manager {Child Protection Intake/Ongoing) - Vacated on
3/18/13.

16. Human Services — Social Worker/Case Manager (Long Term Care) - Vacated on 4/04/13.

17. Public Works-Facility Management — Facility Mechanic - Vacated on 1/23/13.

18. Public Works-Facility Management — Facility Worker - Vacated on 12/11/12.

19. Public Works-Facility Management — Housekeeper | - Vacated on 12/10/12.

20. Register in Probate — Deputy Register in Probate - Vacated on 1/07/13.

Resolutions, Ordinances

21, Resolution re: Change in Table of Organization Public Works Department Clerk/Typist II.

22. Resolution re: Change in Table of Organization Aging and Disability Resource Center Outreach &
Benefit Program Specialist.

Closed Session

23. Closed Session Pursuant to Wis. Stats. § 19.85(1)(c) to consider employment, promotion,
compensation or performance evaluation data of any public employee over which the governmental
body has jurisdiction or exercises responsibility. (Labor negotiations).

Other
24, Such other matters as authorized by law.
25. Adjourn

Tom Lund, Chair

Notice is hereby given that action by the Committee may be taken on any of the items, which are described or listed in this agenda. The
Committee at their discretion may suspend the rules to allow comments from the public during the meeting. Please take notice that it is
possible additional members of the Board of Supervisors may attend this meeting, resulting in a majority or quorum of the Board of
Supervisors. This may constitute a meeting of the Board of Supervisors for purposes of discussion and infoermation gathering relative to

this agenda.



PROCEEDINGS OF THE BROWN COUNTY EXECUTIVE COMMITTEE

Pursuant to Section 18.94 Wis. Stats., a regular meeting of the Brown County Executive Committee
was held on Monday, January 7, 2013 in Room 200 of the Northern Building — 305 East Walnut Street, Green
Bay, Wisconsin

Present: Chair Tom Lund, Supervisors Patrick Moynihan, Jr., Bernie Erickson, Patrick Buckley, Steve
Fewell, Pat Evans
Excused: Patrick Wetzel

Also Present:  Supervisors Robinson and Steffen, Executive Streckenbach, Brent Miller, Juliana Ruenzel,
Dan Process, David Hjalmquist, Brian Shoup, Cullen Peltier, Jenny Hoffmann, other
interested parties

I Call Meeting to Order:

The meeting was called to order by Chairman Tom Lund at 5:30 p.m,

I. Approve/Modify Agenda:

Motion made by Supervisor Moynihan, seconded by Supervisor Erickson to approve the agenda
with an amendment to Item #17 for 3 positions, not 2. Vote taken. MOTION UNANIMOUSLY
APPROVED.

1. Approve/modify minutes of December 10, 2012.

Motion made by Supervisor Erickson, seconded by Supervisor Buckley to approve. Vote taken.
MOTION UNANIMOUSLY APPROVED.

Communications
1. Communication from Supervisor Steffen re: A budget development policy.

Supervisor Steffen stated that as outlined in his written communication, he believed the County
Board and County government as well as the community at large would be served to a better extent
if there was a formal process for submitting amendments to the annual budget. Currently
amendments to the budget can be done at any time up until the very last agenda item at the annual
budget meeting and Steffen has some concerns with this process from a public awareness
perspective as well as from an internal policy development perspective, especially when budget staff
and standing committees do not have an opportunity to review the fiscal impact under this current
procedure. From an external perspective, Steffen did not feel that items that are not even listed on
the agenda for review or input from the public provides appropriate opportunities for the public to
have input.

Supervisor Evans arrived at 5:36 pm

Steffen continued that he brought this before this Committee for consideration and in that regard he
provided the Committee with copies of examples that exist within other counties. He is aware that
other counties have some sort of requirement that supervisors provide requests for adjustments to
the annual budget in writing and in advance of the budget hearing. He felt that this would certainly
be a value added process for amendments that have an impact where costs to the County would be
increased by $50,000 or more.

Steffen stated the conditions on this would be 1) that proposed amendments be made in writing; 2)
that they be made at least five days in advance; and 3) would apply to those that have a minimum
impact of $50,000.

Supervisor Buckley asked where this would go if it was passed by the Committee and if we wouid
have to go back and see how this would fit with the current structure or if it would need to be sent
to the Executive’s office to see how to get this started. Steffen deferred to Director of
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Administration Brent Miller on this. Miller stated that when he looked into this he found that
typically anything can be changed by the final say of the Board but in order for it to be properly done
it would have to go through the Executive Committee before being introduced to the full Board.
Some items would have to go through the standing committee and others would go through only the
Executive Committee, but that would allow the County time to vet the information and come up
with the fiscal impact of the proposed amendment. Anything could still be introduced on the Board
floor, but with this proposal the proper way to fund it and the impact of the dollars would be
determined prior to the budget meeting.

Supervisor Erickson stated that Administration is at the budget meeting and everything that happens
is entered right at the meeting and a fiscal impact is received immediately so it is not like a surprise
after the budget is passed and the Executive approves it. Erickson felt that the current system works
but if Steffen felt strongly about this he could go to the State representatives and have the Statutes
changed.

Supervisor Buckley felt this proposal had some merit with regard to keeping the budget meeting
flowing and he would like to see this explored further as to how to implement it to give other
supervisors time to consider this because one supervisor may submit an idea that resonates with
other supervisors.

Supervisor Evans understood the methodology behind this in that Steffen was looking to have more
informed decisions when getting to the budget meeting, but the problem he sees is that this may
limit the power of the Board and it basically goes without saying that the Executive puts out their
due and diligent proposal so the Board accepts the budget. He felt that if you have the same
mindset with the Executive this would work fine, but in the past there have been Executives that he
has had issues with. Evans stated at the meetings the Board is able to dig deeper and it becomes
more of a Board budget and many times it is at the meetings that things come out. He also worries
that this would limit the public’s access. He does not feel rash decisions are being made but because
of the budget process being set up the way it is, it gives the Board the opportunity to hear from the
public. Evans continued that he liked the process in its current format but he did appreciate the idea
of saying we could have more education and investigation done before some decisions are made and
he agrees with this wholeheartedly. Evans appreciates where Supervisor Steffen is coming from but
he will not support this as he prefers the process in its current format as it provides a free flow of
information and also provides the public with greater access to implementing their ideas into the
budget and having a say and even changing the budget at budget time.

Supervisor Moynihan stated he felt this did have merit. He recalled that a motion had been made
once at a budget meeting that was never brought up at the Committee level to remove a number
two person in a certain department. The decision was made on the Board floor based on how best it
was lobbied on the floor and he did not feel this is good governance and for this reason he thinks this
communication has good merit. He wants to support this but questioned the best avenue to move
forward. He liked the element that ideas would come forward at the Committee level before getting
to the point he described earlier.

Motion made by Supervisor Buckley, seconded by Supervisor Evans to forward to Administration
for their review and then have Administration work with a couple supervisors to bring back
something more in line with what Brown County could use. Vote taken. MOTION UNANIMOUSLY
APPROVED.

2. Communication from Supervisor Hopp re: Request the monthly minutes of the Lean Steering
Committee be entered into the record of the Executive Committee.
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Motion made by Supervisor Evans, seconded by Supervisor Moynihan to approve. Vote taken.
MOTION UNANIMOUSLY APPROVED.

3. Communication from Supervisor Robinson re: Request that the County Board (1) hold a special
visioning session or series of visioning sessions and (2) consider putting together a Master Plan to
guide the work of County Government.

Supervisor Robinson provided the Committee with an update to this process and stated that two
meetings have been held since this was discussed in August, 2012. Supervisors Moynihan and
Wetzel, Brent Miller, Paul Van Noie, Troy Streckenbach and Judy Knudsen have been included in the
meetings and the purpose is to look at what is happening right now in terms of planning for the
County. They are scheduled to meet again shortly and it is Robinson’s hope that a proposal could be
made next month as to how to move forward.

Motion made by Supervisor Buckley, seconded by Supervisor Evans to hold for one month.
Vote taken. MOTION UNANIMOUSLY APPROVED.

4, Communication from Supervisor Robinson re: That all Board Committee Budget Meetings have
public comments as an agenda item starting in 2013.

Robinson stated that this ltem was related to Item 5 and these could be taken together.

5. Communication from Supervisor Robinson re: All Board Committees make an opportunity for
public comment on issues not on the agenda a regular part of each meeting agenda, as the full
Board agenda does.

Items 4 & 5 were taken together at this time.

Robinson stated this is being done currently by the Human Services Committee and stated that it was
not the practice on all the Committees and he felt that it should be.

Motion made by Supervisor Evans, seconded by Supervisor Buckley to approve Items 4 & 5. Vote
taken. MOTION UNANIMOUSLY APPROVED.

6. Communication from Supervisor Robinson re: Clarification of RFP process and the Board’s
participation including 1) A written policy of when the Board has final approval of agreements
through RFP process and 2) a policy that a resolution for approval of an RFP by the Board clearly
indicates whether the awarding of the agreement comes back to the full Board for approval.

Robinson stated that this communication resulted in part by his own confusion regarding a recent
REP for the cleaning contract at the airport. He was of the impression that the RFP would come
back, however, he was mistaken and felt that others may have been confused on this as well. Since
this communication has gone to this Committee, Internal Auditor Dan Process sent out a flow chart
of the RFP process which has been helpful, but Robinson stated that the Administrative Policies A5
and A20 conflict the flow chart. Robinson also stated that there was an ordinance on purchasing
policies that was to come forward however it was sent back to staff for further work. The third piece
of this conversation was that at the full Board Supervisor Zima indicated he wanted everything to
come back to the Board and there seems to be a wide variety of opinions as to what the RFP process
is and how much the Board should be involved, etc. The point of this communication is that the
process be clarified and then do a better job of educating individual supervisors about what the
process consists of.
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Motion made by Supervisor Erickson, seconded by Supervisor Buckley to have Corporation Counsel
check with Purchasing for clarification and bring back to this Committee next month. Vote taken.
MOTION UNANIMOUSLY APPROVED.

Communication from Supervisor Robinson re: That the County Board establish a policy stating a
minimum fund balance for unrestricted funds in all enterprises and special funds, departments,
etc.

Robinson stated he would like to modify this communication as his intention is that it would be good
to establish both a minimum and maximum balance in these accounts so it gives supervisors some
guidance as to when those funds are available for appropriate uses.

Erickson stated that all these funds are totally different and he did not think one rule would apply to
all funds. Robinson understood and said that what he was suggesting would be a separate policy for
each account. Erickson suggested there was a large number of variables and each fund would need
to be examined individually. Lund agreed and felt that perhaps this should be sent to
Administration.

Robinson stated that as a point of clarification, he is not suggesting that we have a “once size fits all”
policy and he acknowledged that each fund would have to be examined separately and thoroughly to
see what the appropriate range is. Secondly, the range could be zero to something for a particular
fund if it makes sense. Thirdly, he is not necessarily envisioning a dollar amount as much as a
percentage amount.

Motion made by Supervisor Buckley, seconded by Supervisor Erickson to forward to
Administration to see what the statutory rules are and what funds this would apply to.
Vote taken. MOTION UNANIMOUSLY APPROVED.

Supervisor Fewell arrived at 6:01pm

8. Communication from Supervisor Moynihan re: Request approval of amending Brown County Code
of Ordinances 2.13(5)(f) to delete “and discussion pertinent to the subject matter.”
Motion made by Supervisor Moynihan, seconded by Supervisor Erickson to hold until March
meeting. Vote taken. MOTION UNANIMOUSLY APPROVED.

9. Communication from Supervisor Buckley re: Review what is the work week for the 24/7
Employees.
Motion made by Supervisor Fewell, seconded by Supervisor Moynihan to hold for one month.
Vote taken. MOTION UNANIMOUSLY APPROVED.

Legal Bills

10. Review and Possible Action on Legal Bills to be paid.
Motion made by Supervisor Erickson, seconded by Supervisor Moynihan to pay the bills.
Vote taken. MOTION UNANIMOUSLY APPROVED.

Reports

11. County Executive Report.

Motion made by Supervisor Fewell, seconded by Supervisor Evans to receive and place on file.
Vote taken. MOTION UNANIMOUSLY APPROVED.
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12,

Internal Auditor Report.
a) Budget Status Financial Report for November, 2012,

Motion made by Supervisor Fewell, seconded by Supervisor Buckley to receive and place on file.
Vote taken. MOTION UNANIMOUSLY APPROVED.

b) 2012 Accomplishments.

Motion made by Supervisor Fewell, seconded by Supervisor Buckley to receive and place on file.
Vote taken. MOTION UNANIMOUSLY APPROVED.

Vacant Budgeted Positions {Request to Fill)

13.
14.
15.
16.
17.
18.

Clerk of Courts — Court Coordinator, Vacated on 01/02/13.

County Clerk — Deputy County Clerk, Vacated on 01/07/13.

Human Resources — Employee Service Manager, Vacated on 12/28/12.

Human Services — Behavioral Health Specialist (2 positions), Vacated on 08/29/12 and 10/09/12.
Human Services — Economic Support Specialist | {3 positions), Vacated on 01/02/13 and 01/09/13.
Human Services — Social Worker/Case Manager - Child Protection Intake/Ongoing. Vacated on
12/09/12.

Motion made by Supervisor Moynihan, seconded by Supervisor Evans to suspend the rules to take
Items 13 — 18 together. Vote taken. MOTION UNANIMOUSLY APPROVED.

Motion made by Supervisor Moynihan, seconded by Supervisor Evans to approve items 13- 18.
Vote taken. MOTION UNANIMOUSLY APPROVED.

Closed Session

19.

Other
20.

Closed Session Pursuant to Wis. Stats. § 19.85(1)(c) to consider employment, promotion,
compensation or performance evaluation data of any public employee over which the
governmental body has jurisdiction or exercises responsibility. (Labor negotiations).

Motion made by Supervisor Moynihan, seconded by Supervisor Fewell to enter into closed session
@ 6:05pm. Vote taken. MOTION UNANIMOUSLY APPROVED.
Roli Call: Lund, Moynihan, Erickson, Buckley, Fewell, Evans

Motion made by Supervisor Erickson, seconded by Supervisor Evans to return to regular order of
business at 6:32 p.m. Vote taken. MOTION UNANIMOUSLY APPROVED.

Roll Call: Lund, Moynihan, Erickson, Buckley, Fewell, Evans

Such other matters as authorized by law.

None.

Motion made by Supervisor Moynihan, seconded by Supervisor Buckley to adjourn at 6:35 p.m.
Vote taken. MOTION UNANIMOUSLY APPROVED.

Respectfully submitted,

Alicia A. Loehlein
Recording Secretary
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DEFINITIONS:

REQUEST FOR BID (RFB) PURCHASING PROCEDURES

Appeal is a written request from a vendor for a review of the process used
to select a vendor in response to a request for bids, quotes or proposals.

Appeals Committee consists of three people: the Chairman of both the
Executive and Administration Committees and the Internal Auditor.

Bid is the written commitment of a vendor to furnish goods, materials and/or
services or a combination thereof in specific quantities at a firm price.

Bid Bond is bond required from a contractor submitting a bid on a project. If
the awarded contractor refuses to undertake the project, the bid bond
assures that the County will be paid the dollar amount difference between
the low and second lowest bid.

Bidder is one who submits a bid in response to a Request for Bids, Quotes
or Proposals.

Department Head is an appointee of the County Executive or Elected
Official charged with the responsibility of managing and overseeing the
operations of a County department.

Payment bond is a surety bond posted by a contractor to guaranty that his
subcontractors and material suppliers on the project will be paid.

Performance bond is a surety bond issued by an insurance company or a
bank to guaranty satisfactory completion of a project by a contractor.

Posting refers to the provision of public notice to vendors that bids, quotes
or proposals are being solicited and/or that a contract has been awarded.

Public Works is any contract for the construction, repair, remodeling or
improvement of any public work, building, or furnishing of supplies or
material of any kind for such work.

Request for Bid (RFB) is a structured procurement decision process for
Public Works projects used to determine source selection when price is the
only factor.

Specification is any description of the necessary characteristics of a
product, service, or item. Specifications will be developed jointly by the
user department and Purchasing. The specifications may not be written so
as to limit competition.

Standard Terms and Conditions set forth the instructions, rules, regulations
and procedures that apply to bidders and/or vendors in the procurement
process.

Vendor refers to a company or firm that is a source for goods and/or
services.

C:\Users\Loehlein AA\AppData\Local\Microsoft\Windows\Temporary Internet
Files\Content.Outlook\PJCTT9V7\Request For Bid (RFB) Procedures_02042013.docx
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PROCEDURES:

Public Work Purchases

e All public work purchases must be procured via a RFB.
e Purchasing’s role is to facilitate the process.

e Approval of the Standing Committee and County Board is required for any
RFB $25,000 or greater.

Issuing a Request for Bids

A. A RFB may be issued for any public works project as defined by
Wisconsin Statute 59.52(29) (a).

B. Purchasing will work with the department to develop the specifications
to incorporate into the written RFBs.

C. At a minimum the RFB should include:

RFB identification - an assigned unique project number.

RFB submission requirements include the time, date, and location for

bid submission, acceptable methods of submitting bids, and the

prescribed format of bid documents. All bids are required to be
submitted to Purchasing in a sealed envelope.

RFB schedule will specify at a minimum the date for issuance of the

Request for Bids, deadline for submission of written inquiries,

deadline for County responses to written inquiries, bid submission

deadline, and anticipated award date.

RFB opening - the date, time and location of the public bid opening.

RFB will specify the County contact for vendor inquiries regarding the

Request for Bids.

RFB will include a prospective vendor question and answer time

period if no site visit is conducted.

RFB Addendums will not be posted within 3 working days of the bid

due date, to allow adequate vendor response time.

RFB specifications will clearly define characteristics of a product,

service, or item needed. The specifications should not be so limiting

as to limit competition.

e Wherever practicable, the County will specify maximum
guarantees or warranties for products, supplies, materials or
workmanship to protect the County from defects attributable
thereto and to prevent, insofar as possible, costs for future repairs
or replacements not otherwise covered by contractors’
performance bonds.

Standard Terms and Conditions

D. All projects $50,000 and above will require a bid bond in the amount of
5% of the total bid submitted by prospective bidders. The bid bond
provides assurance that the selected bidder will execute the contract or
forfeit the bid bond as damages for failure to enter into the contract.

C:\Users\Loehlein  AA\AppData\Local\Microsoft\Windows\Temporary Internet
Files\Content.Outlook\PJCTT9V7\Request For Bid (RFB) Procedures_02042013.docx
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Awarded bidder will be required to provide a 100% bond prior to the
start of any work on the project. The County will accept the following
types of bonds:

Projects $50,000 but less than $100,000
Payment and performance bond

or

Irrevocable letter of credit

or

Escrow account

Projects $100,000 or above
Payment and performance bond

E. Purchasing will advertise as stated in Statute 59.52 (29) (2a). The
advertisement will indicate the date and time the bids will be opened.
The RFB will be posted on the County's Internet site and/or any web-
based project notification system.

F. Sealed bids will be publicly opened. The general public may attend the
opening. One County employee from the department issuing the
Request for Bids and one County employee from Purchasing will be
present at the opening. Only the names of the bidders and the bid
amount will be read aloud. The date, time, location, and information
read at the opening will be recorded.

G. The County may reject any and all bids. Purchasing will document the
reason for rejection and the Director of Administration, Risk Manager
and Director of Administration’s appointee must approve if any or all
bids are rejected. Bids may be rejected for substantial noncompliance
with the bid specifications. Bids may not be rejected for minor
informalities in the format in which the bid is submitted.

H. The contract will normally be awarded to the lowest responsible bidder.
If the lowest bidder is not selected, Purchasing is responsible for
documenting the reasons for not selecting the lowest bidder and the
Risk Manager along with the responsible department contact must
approve the award before the County enters into a contract.

I. Purchasing will issue a notice of intent to award a contract and thank
you letters to all vendors who submitted a bid.

J. The final contract may not be signed and finalized until at least three (3)
business days after the County has issued the notice of intent to award
to all vendors who submitted a bid. This allows time for an aggrieved
bidder to appeal the decision to the Appeals Commiittee.

K. If a vendor requires the County to sign contract language that is not
consistent with the County’s standard contract, it must be approved by
the Risk Manager and Corporation Counsel prior to execution of the
contract by the Department Head and County Executive.

C:\Users\Loehlein_ AA\AppData\Local\Microsoft\Windows\Temporary Internet
Files\Content.Outlook\PJCTT9V7\Request For Bid (RFB) Procedures 02042013.docx
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L. Purchasing is responsible for maintaining all RFB documents on file in
accordance with County records retention policies. The following items
should be included in the RFB file:

Specification documents from the department issuing the Request
for Bids

Final RFB document

Documentation of all vendor inquiries

Documentation of all County responses to vendor inquiries

All bids submitted

If applicable, documentation to support the rejection of any bids by
the Director of Administration, Risk Manager and Director of
Administration’s designee

If applicable, documentation to support awarding the contract to a
vendor who was not the lowest bidder and the Risk Manager and
responsible department contact’'s approval

The executed contract for the items/services.

For more details please reference RFB flowchart located on the County’s
Intranet site.

C:\Users\Loehlein_ AA\AppData\Local\Microsoft\Windows\Temporary Internet
Files\Content.Outlook\PJCTT9V7\Request For Bid (RFB) Procedures 02042013.docx
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REQUEST FOR QUOTE (RFQ) PURCHASING PROCEDURES

DEFINITIONS:
Appeal is a written request from a vendor for a review of the process used to
select a vendor in response to a request for bids, quotes or proposals.

Appeals Committee consists of three people: the Chairman of both the
Executive and Administration Committees and the Internal Auditor.

Bidder is one who submits a bid in response to a Request for Bids, Quotes or
Proposals.

Department Head is an appointee of the County Executive or Elected Official
charged with the responsibility of managing and overseeing the operations of a
County department.

Posting refers to the provision of public notice to vendors that bids, quotes or
proposals are being solicited and/or that a contract has been awarded.

Professional Services are infrequent, technical, and/or unique functions
performed by independent contractors/consultants whose occupation is the
rendering of such services. While not limited to licensed occupations, the
services are considered "professional.”

Such professional services include, but are not limited to:

Accounting and Billing Services

Appraisal Services

Artists

Communications: Graphic Design

Consulting Services

Data Processing Assessments

Environmental Studies

Financial and Operational Audits

Industrial Planning and Human Engineering

Legal Services, except witnesses or consultants retained for litigation or
potential litigation

Management Information Systems Studies
Organizational Studies

Personnel, Job Classification, and Benefit Studies
Planning and Budgeting Studies

Property Management Services

Quality Improvement and Process Analysis Studies
Surveys and Feasibility Studies

Technology Implementation Services

Training Services

Translation Services
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Quote is the written or verbal commitment of a vendor to furnish Non-Public
Works goods, materials and/or services in specific quantities at a firm price.

Request for Quote (RFQ) is a structured procurement decision process used to
determine source selection when price is the only factor.

Services means the furnishing of labor, time or effort by a contractor, not
involving the delivery of a specific end product other than reports which are
merely incidental to the required performance. This term includes professional
services.

Specification is any description of the necessary characteristics of a product,
service, or item. Specifications will be developed jointly by the user department
and Purchasing. The specifications may not be written so as to limit competition.

Standard Terms and Conditions set forth the instructions, rules, regulations and
procedures that apply to bidders and/or vendors in the procurement process.

Vendor refers to a company or firm that is a source for goods and/or services.

PROCEDURES: Issuing a Request for Quote (RFQ)

A

...UQ

A RFQ will be issued for any non-public works project when price is the only
factor under consideration in awarding the contract.

Purchasing will work with the department to develop the specifications to
incorporate into the written RFQ document.

Purchasing’s role is to facilitate the process.

At a minimum the Request for Quotes should include:

Quotation identification - an assigned unique project number.

Quotation submission requirements include the time, date, and location for
submission, acceptable methods of submitting, and the prescribed format of
documents. Quotes may be submitted to Purchasing in a sealed envelope or
by email.

Quotation schedule includes at a minimum the date for issuance of the RFQ,
deadline for submission of written inquiries, deadline for County responses to
written inquiries, quotation submission deadline, and anticipated award date.
Quotation opening is the date, time and location of the opening if it is to be a
public opening.

Quotation contact - the County contact for vendor inquiries regarding the
RFQs.

Quotation specifications are clearly defined characteristics of a product,
service, or item needed. The specifications may not be written so as to limit
competition.

Wherever practicable, the County will specify maximum guarantees or
warranties for products, supplies, materials or workmanship to protect the
County from defects and to prevent, insofar as possible, costs for future
repairs or replacements.



RFQ may contain a prospective vendor question and answer time period.
RFQ Addendums will not be posted within 3 working days of the bid due date,
to allow adequate time for vendor response.

Standard Terms and Conditions

. Purchasing will post RFQs on the County’s Internet site and/or other web-
based automatic project notification system.

. The opening of RFQs, if specified to be a public opening will be open to the
general public. One County employee from the department issuing the RFQ
and one County employee from Purchasing will be present at the opening.
The names of the bidders and their bids will be read aloud. The date, time,
location, and information read at the opening will be recorded.

. The County may reject any and all quotes. Purchasing will document the
reason for rejection and the Director of Administration, Risk Manager, and
Director of Administration’s appointee must approve if any or all quotes are
rejected. A quotation may be rejected for substantial noncompliance with the
RFQ specifications. A quotation may not be rejected for any informality in the
format in which the proposal was submitted but may be rejected if the quote
exceeds budgeted funds.

. Any contract to purchase goods or services will be awarded to the vendor
that submitted the lowest price and meets the RFQ’s specification and
requirements. Any contract to purchase goods or services that generates
revenue will be awarded to the vendor that submitted the lowest price and/or
generates the most revenue and meets the RFQ specifications and
requirements.

Purchasing will issue a notice of intent to award a contract and thank you
letters to all vendors who submitted a quote.

Purchasing and a representative from the department issuing the RFQ will
jointly negotiate the final terms of the contract with the successful vendor.
Only one person is required to negotiate directly with the vendor. However,
Purchasing and the department issuing the RFQ must both agree to the
terms negotiated. Any internal disagreements will be resolved through
coordination with the Risk Manager and Corporate Counsel.

. The final contract may not be signed and finalized until at least three (3)
business days after the County has issued the notice of intent to award to all
vendors who submitted a quote. This allows time for the aggrieved bidder to
appeal the decision to the Appeals Committee.

If the vendor requires the County to sign contract language that is not
consistent with the County’s standard contract, it must be approved by the
Risk Manager and Corporation Counsel prior to execution of the contract by
the Department Head and County Executive.



. Purchasing is responsible for maintaining all RFQ documents on file in

accordance with County records retention policies. The following items
should be included in the quotation file:

Specification documents from the department issuing the Request for Quotes
Final RFQ document

Documentation of all vendor inquiries

Documentation of all County responses to vendor inquiries

All quotes submitted

If applicable, documentation to support the rejection of any quotes and the
Director of Administration, Risk Manager and/or the Director of
Administration’s designee’s approval

If applicable, documentation to support awarding the contract to a vendor
who was not the lowest bidder and the Risk Manager and responsible
department contact’s approval.

The executed contract for the items/services.

For more details please reference RFQ flowchart located on the County’s Intranet site.
































































































































































































